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28 May 1964

MEMORARDI® FOR: Chief, Geographic Resesrch, ORR

SUBJECT: Report of the AUP Committee of GRA

1. As stated in paragraph 3 of the memorandum establishing the
ADP Comittee, dated 22 January 1964, the Committee is to act in an
advisory cepaclty to the Chief of the GRA. It was in this role that
this group reviewed ADP training on 26 May 1964.

o, In view of the rapid growth of applications within the geogrephic,
cartographic, snd llbrary sclences, o definite need exlsis to train GRA
personnel in ADP. The Committee sttecked the problem by selecting suit-
able training courses and then ayranging them into user groups. Recom-
nendations as to selection of personnel end phasing were glso made. TwO
other educatlonsl avenues, externsl tours end internsl orientation; were
discussed.

3. Attached is a 1ist of aveilable ADP courses arranged according
to the following user groups: (See Enclosure #1)

Managerial Orientation Courses -- A1l supervisory personnel

orking-Level Orientation Courses -= Both professional and
sub-professional personnel

Specialized Courses -- Both professional and sub-professional
personnel

Hew ]Mt Courses -- Professiomals with specific ADP
responsibilities

Only the starred courses have veen attended by GRA personnel. For more :
details, contact the ORR Training Officer, _ extension 5131. 25X1A%a

h. The selection of personnel and phasing of their training was also
considered. Personnel were divided into funetiopnel groups. The recom~
mendations are as follows:
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a. Bupervisory

(1) Area Chief, Division and Deputy Division Chisfs --
To be familier with and to better control expanding ADP
activity, an orientation course or seminar is recommended
within the next year.

(2) Branch and Deputy Branch Chiefs -- At lemst one
supervisory person within each branch should complete an
orientation course or seminar by the end of FY 1965. If
the need exists, specialized courses and seminars should be
scheduled before the inception of any system.

b. Professional and Sub-Professional

(1) It 1s considered essential that, before eny ADP
application is introduced, those affected be given a brief,
formal; in-house orientation.

(2) If 1t 1s contemplated that a professional employee
will have direct and continuing need of ADP, then he should
take the specialized courses in the half-year preceding his
need.

(3) Depending on the scope of the spplication, sub-
professional employees involved should be trained, if possible,
before the new system is effected. In the case of clerical
personnel, key or paper-tape punching training should be given
elsewhere in the Agency or externally. The introduction of
eutcmated drafting or electronic display equipment in p/ec
will require intemsive training of the operators s probably

externally.

(k) Employees should be encouraged to attend after-hours
courses on ADP such as those offered by USDA and the local
universities. It would be in the interest of the Agency to
sponsor such training when warranted.

¢. New Developments

This category does not fall in the function groupings end
is treated separately. Attendance at such courses or seminars
should be restricted to those professionals specifically
assigned with responsibility for keeping informed in a particu-
lar field.
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" 5, The matter of visits to agencies using ADP production techniques
was ralsed. It was decided that these visits would be beneficial for
GRA personnel and that certain tours, such as one of the U.S. Navy Office
of Oceanography, should be recommended.

6. The sultasbility of current orientation courses was nueztioned
end the ides of intemsl orientation was advanced. Inasmuch as OCS and
‘OTR have no plans in this area, such & course or seminar would have to
be self-sponsored. Suggested was a ncon-concurrent 2-day seminar with e
mixture of formal lectures and discussion sessions. Speakers could be
fram 0CS, OCR/MD, and external companies end agencies.

T. Attached (Enclosure #2) is an article reprinted from the June
1960 edition of "The American Society of Training Directors.” The
guthor's comments; though b years old and addressed to mnufactnring,
still are pertinent to our current situatiocn.

8. The recormendations sbove have been based upon the limited
gxperience of the Commitiee with aid from who sat In 25X1A9a
25X1A9a on the session. of St/A/RR an of OCS were 25X1A9a
algo very helpful. Any caments or suggestions wo e welcore.

Chairmsn, ADP Conmittes
Geographlic Research Area

Enclosures: 2

ccs GRA Division Chiefs

25X1A9%9a
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